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Orders and Inventory

Projects use VACMAN to enter, save, and transmit orders through CDC to manufacturers. Each order can contain
information about the project, depot, provider, pricing, delivery, and manufacturer. Working with VACMAN
orders requires an understanding of various types of VACMAN orders, the processes that take place when an order
is placed, and a general understanding of VACMAN's inventory management.

After an order is transmitted to CDC (regardless of whether it has been shipped from the manufacturer), it is
considered to be areceipt. You can open, edit, and manage receipt information in the Varicella Receipts and Bulk
Receipts windows. Receipt information includes the data you entered in the original order, data CDC enters when
approving the order, and other receipt details.

When depots receive bulk shipments, they manually enter the receipt information into VACMAN. This allows
projects to monitor their order statuses and manage their vaccine inventory. However, when orders are shipped
directly to providers (which is normally the case for Varicella orders); CDC updates the order status, which has
been provided by the manufacturer.

Overview of the Ordering Process
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The Ordering Process

e Creating and editing an order

Orders are created and edited in the Bulk Orders and Varicella Orders windows. You can edit and save
new order information indefinitely until you exchange data with CDC. The only requirement for editing
nontransmitted orders that have been saved is that the order date must be within 30 days (before or after)
the current date.

e Exchanging data with CDC (transmitting an order)

Projects exchange data with CDC via a Secure Data Network (SDN) connection. Y our program manager
has identified three people at your project with authorized accessto VACMAN SDN. Those three people
have digital certificates that enable them to compl ete a secure transmittal to CDC.

During each Exchange, CDC updates your project’s order status information including the date and time
that an order isfilled, the time that an order is shipped and the location to which an order is shipped

e CDC approval

All orders that are transmitted by using VACMAN must be reviewed by CDC personnel for approval.

Approved orders automatically obligate grant money for the order. After CDC approves an order, it

forwards the order to a manufacturer or supplier for packaging and distribution.

= |If an approved order must be cancelled, CDC will assign a "Cancelled" status to the order and
contact the project. Grant money that was obligated for the cancelled order will be returned to the
project's funds.

= |If either there is insufficient funding to approve an order, or the quantity being ordered is
inappropriate, CDC will contact the project for clarification and resolution. If aresolution cannot be
found, CDC will modify or cancel the pending order from its records.

e Vaccine distribution

Manufacturer's package and ship vaccines for approved orders to either a depot or provider. The
destination of an order depends on whether the order is for Bulk or Varicella vaccines. Varicella orders
usualy contain small quantities and are normally shipped directly to providers. Bulk orders are used for
shipping large quantities of al other types of vaccines, and are shipped to project depots and/or
contracted distributors.

e Managing receipts

After an order is transmitted (regardless of whether it has been shipped from the manufacturer), you can
open, edit, and manage its receipt information. Receipt information includes the data you entered in the
original order, data CDC enters for approving the order, and other receipt details.

When depots receive bulk order shipments, they manually enter the receipt information into VACMAN.
This allows their projects to monitor order statuses and manage inventory.
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There are two types of VACMAN orders:

e CDC Orders- Bulk and Varicella Orders that are transmitted to CDC
e Non-CDC Orders— Ordersthat are not transmitted through CDC

CDC orders are placed and processed through CDC by VACMAN's Exchange, while non-CDC orders are directly
ordered from and processed by manufacturers and suppliers. Because, non-CDC orders are handled outside of
VACMAN, VACMAN classifies them as inventory after they have been received. Thus, this documentation only
refersto CDC orders as "orders' and refers to non-CDC orders as Non-CDC inventory.

CDC Orders

CDC orders are grouped into one of two categories. Non-transmitted and transmitted. Non-transmitted orders
are Bulk and Varicella orders that have been entered and saved, but not yet sent to CDC. Transmitted orders
(more commonly referred to as Receipts) are Bulk and Varicella orders that have been entered, saved, and
successfully transmitted to CDC. Projects create and edit Bulk and Varicella orders in the Bulk Orders and
Varicella Orders windows, respectively. Any order can be edited indefinitely until it is transmitted to CDC.

Window Sections

There are three main sections to Bulk Orders and Varicella Order windows:

I. Genera Section Thissectionis used to enter general information about the order when it is being placed.

Il. Vaccine Section This section displays information about the vaccine being ordered and is updated by CDC.

I11. Optional Section This section can be used to track information that is specific to your project.
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Creating Orders

To create anew Bulk or Varicella order, you must understand the general process of creating an order, the sections
in which the fields are divided, and the field definitions within each section. Refer to theillustration - Overview
of the Ordering Process at the beginning of this chapter.

How to Create an Order

Step | Action
1 | Open an order window.
2 | Click the Add Record # button in the toolbar to clear the fields and create a new record.
3 | Populate the blank order fields (see Nontransmitted Bulk Order Fields Descriptions or Non-CDC
Orders Fields Descriptions below).
4 | Click the Save Il button in the toolbar to save the record.

Editing Orders

You can indefinitely edit orders that you have entered and saved in VACMAN but have not yet transmitted to

CDC.

How to Edit an Order

Step | Action
1 | Open anontransmitted order window. The window opensin view mode.
2 Use the toolbar il;l_'lll arrows to scroll through the order records until you find the one
you want to edit.
3 | Click the Edit Record B button. This activates the fields in the window.
4 | Make your necessary editsto the content in the fields.
5 | Onthetoolbar, click the Save sl button.
6 | To edit another record, repeat steps 2-5.
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Nontransmitted Bulk Orders Field Descriptions

Field Description

Updated This field displays the date that the record was last edited. When you create a new order, this
field displays the current date.

By This field displays the username of the person that last edited the current record. When you
create anew order, thisfield displays your username.

A-Z This drop-down field sorts and re-sorts records.  The value for this fied defaults to Unsorted, which
means VACMAN displays the records in the order in which they were entered (beginning with the
oldest record and ending with the most recently entered record). When you are entering anew order on
an unpopulated Nontransmitted Orderswindow, A-Z sorting options are unavailable.

Order Date | By default, thisfield displays the current date; however, you can change it to any date within 30
days of (before or after) the current date.

Depot PIN | Displays the personal 1D number for the depot to which the bulk order was shipped.

Funding This field is used for recording which source will fund the order. When you make a selection,

Code VACMAN automaticaly displays the funding source's name to the right of this field. Bulk and
Varicdlaorderswill dways use one of the first three funding codes. 1 (VFC), 2 (G 317), or 3 (State). If
your order must use a funding code other than 1, 2, or 3, you must enter the order information in the
Non CDC Inventory window. Funding Codes 1, 2, and 3 are standard, so the numbers cannot be
reassigned to different funding sources. However, you can manually add additiona funding codes for
other funding organizationsin the Setup Funding section of VACMAN.

State P.O. This field is used for recording a State's purchase order number. It is only available and

No. mandatory for orders that are funded by a State (funding code 3). Purchase order numbers are
unique to the order and project.

Vaccine Thisfield is used for recording the type of vaccine you are ordering. When you sdect a value for this
fidd, VACMAN automaticaly displays the number of doses per package in the Order Information
section, and the minimum number of doses for that specific vaccine next to the Dosesfield.

Doses This field is used for recording the total quantity of doses that you are ordering. To determine a
valid number for this field, you must meet two criteria:

1. You must order a number of doses that is evenly divisible by the number of doses per
package. Manufacturers only ship vaccinesin predetermined numbers per package. If you
enter a number that is less than the number of doses shipped per package, VACMAN will
populate the field with the next largest divisible number.

2. You must order at least the required minimum number of doses. When you select a Vaccine
Product, VACMAN displays that vaccine's minimum number of doses next to the Doses
field. If you enter a number into the Doses field that is less than the minimum number of
doses required, VACMAN will display an error message notifying you of the minimum
number of doses requirement and will change the number in the Doses field to that number.

Note: If a particular vaccine does not require a minimum number of doses, the value for the

Doses field must be equal or greater than the number of doses per package.

View This button opens a view-only window that displays information about the funding, costs, and

Funding balances associated with the vaccine and order.

Balance $$

Vaccine Details

This section automatically populates information that is specific to the order you are creating.

Vaccine Thisfield displays a standard VACMAN code that is issued per vaccine type.

Code

Doses Per Thisfield displays a predetermined and set number of doses that are shipped per package for

Pkg each vaccine type.
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Field Description

Manufact- | This field displays a VACMAN code that is sent from CDC to a project to identify the

urer Code manufacturer of the ordered vaccine.

Cost This field displays the total cost per dose. The number that is displayed in parentheses next to
the cost isthe total cost per order.

CDC This field displays a unique number that identifies the contract between CDC and the

Contract manufacturer.

NDC No. This field displays the Nationa Drug Code (NDC) number, which is defined by the type of
vaccine and packaging properties.

HL7 Code | Thisfield displays the unique vaccine codes associated with vaccines designed specifically for
Health Level 7 (HL7) transactions. The HL7 code represents the vaccine type.

CPT Code | This field displays the Current Procedural Terminology (CPT) codes, which is used by physicians,
hedth care industry, insurance industry, and Medicare to identify specific procedures used in medical
treatments. There are CPT codes associated with specific immunizations using specific vaccines.

Optional Details (Not Sent to CDC)
This section tracks information that is specific to your project.

Order Thisfield is used for assigning a depot'sinternal tracking number to an order.

Number

Notes Thisfield is used for recording notes about the order.
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Non-CDC Orders

VACMAN classifies orders that are placed outside of CDC as non-CDC orders; thus, information about these
orders is recorded in the Non-CDC Inventory window. This window eliminates the need for projects to use other
applications to manage their non-CDC inventory.

Non-CDC inventory can be for any type of vaccine order (Bulk, Varicella, or other) that is not funded using VFC
or G317. Some examples of why projects would place State-funded non-CDC orders are:

o A project qualifiesfor alower cost per dose by ordering directly from the manufacturer instead of

through CDC.

e CDC does not have a contract with the manufacturer for a particular vaccine (Example: Td, Dt)

Notes.

: Dther Inventoay DrdersMAeceipts (Mot Drdered via COC)

Non-CDC Inventory [ fursos 2] | et
Depot Immmmnmmummwmm
Vaccine |07 =] DIPHTHERIA & TETANUS TOXOIDS ADSORSED
Manufacturer |ABBOTT =] Date Received | Time [12:00
DosesPerPho | 1 Receved By |
Funding Code [ ¥] vrc Lot [woTRECEMED
State P.0. 0. | Expies | 11
cost [z2.0000 DosesReceived | 0
Doses Ordered [ 13 = I A 1 hvetory
Optiona! Data
OrderDate |11 orERNO. [
Order Mumber [12345 Manufacturer Comtract |
Notes | SPeEcial Order

e Bulk and Varicella VACMAN orders can use VFC, 317 or state funding while Non-CDC orders use State or

other funding.

e Projects cannot use VACMAN to submit Non-CDC orders; instead, they must submit them directly to the
vaccine manufacturers. However, projects can use VACMAN to track and manage their non-CDC orders as
apart of their overall business process.

Non-CDC Inventory Field Descriptions

Field Description

Updated This field displays the date that the record was last edited. When you create a new
order, thisfield displays the current date.

By This field displays the username of the person that last edited the current record.
When you create a new order, this field displays your username.

A-Z This drop-down field sorts and re-sorts records. The value for this field defaults to

Unsorted, which means VACMAN displays the records in the order in which they
were entered (beginning with the oldest record and ending with the most recently
entered record). When you are entering a new order on an unpopulated Non-CDC
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Field Description
Inventory window, A-Z sorting options are unavailable.
Depot PIN Select the persona 1D number for the depot to which this order was shipped.

Vaccine Code

Sdect agtandard VACMAN code that isissued per vaccine type from the drop down list.

M anufacturer Code

Select the manufacturer of the vaccine from the drop down list.

Doses Per Pkg

Enter the number of doses per package reported by the provider for this vaccine type.

Funding Code

Select the funding code used for this order from the drop down list.

State P.O. No Enter the State Purchase Order number used for this order.
Cost Enter the cost of this order reported by this provider.
Doses Ordered Enter the total quantity of doses reported ordered by this provider.
Add to Inventory Select this check box if this order isto be included in your project’ s inventory.
Data Received Enter the date this order was received.
Time Enter the time this order was received.
Received By Enter the initials or person’s name who received this order.
Lot Enter the lot number for this order.
Expires Enter the expiration date for this vaccine.
Doses Received Enter the number of doses received.
Optional Data
Order Date Enter the date reported for this order.

Order Number

Enter adepot'sinternal tracking number to an order.

Notes

Thisfield is used for recording notes about the order.

Additional Inventory

Optional field for recording additional information about this order. This field can be
assigned a unique name in the Setup function in VACMAN. It is located in
Customized -Define Names tab.

M anufacturer
Contract

10

Enter the contract number for the manufacturer of this vaccine order.
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Receipts

After an order is transmitted to CDC, it is referred to as a receipt. You can open, record, and manage receipt
information in the Bulk Receipts and Varicella Receipts windows. Receipt information includes data your project
entered in the original order, data CDC enters for approving the order, and other receipt details.

Bulk and Varicellareceipts are opened by using either the menu bar or VACMAN at a Glance.

Bulk Receipts
Because bulk orders are shipped directly to project depots, it is easy for projects to manage their receipt

infformation. When a depot receives an order, a depot representative enters the receipt information into
VACMAN, which is then available for the projects to monitor and manage.

Window Sections
There are four main sections to the Bulk Receipts window:
I. Original Order- Displays information that projects enter when an order was created. (Read-only)

1. CDC Approval - Displaysinformation that CDC populates when an order is approved or pending
approval. The datain the CDC Approval section is updated during an Exchange. (Read-only)

[11. Optional Details - This section is used to track information that is specific to your project. (Editable)

V. Receipt Details - This section is used by depots to record receipt information.

T T T
. I " Updated: 04152003
Bulk Receipts g ursones ] R
Chiginal Cirgiar
Order Date Eu&mm Mondmy, June 3, 2002
Original Order =< Degpot PIN Imm GIV-GENERAL INJEC TABLES & VACCINES > Optional Details
Funding Code [1 VFC Oitional Detatts (Froject Use Onk)
Statn P.0. Na. | Od Num | 0123556 ORDER |
Domoﬂhmﬁl 5600 Doses Per Py 10
Manutacturer MSD Notes
Vaccine Cada. [WMR HL7 Cote 03 |
\ NDC Mo O006-4GE1.00  CPT Code 90707 ; _;
r COC Appecval Receint Detalls 7
CDC P.O. 24061239 Recetved |111152003  Tima !m
PO Date DGT4/2002 Recened By |.-||;:ﬁ
Status 07  Racehed in E . ,
CDC Approval ./ T Lot [123 . Receipt Details
Doses Approved 5600 Expires IF’ZM: 3 of 3
COC Contract  200.202.00379 e W
Cost § 15464 (3460.200 " Remove from ¥
Transmitted (8032002 Doses Received | 30 241 L e s oy
e -

11
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How to open a Bulk Receipt from the menu bar

Step Action
1 | Click the Data menu option.
2 | Select Bulk Receipts.

How to open a Bulk Receipt from VACMAN at a Glance

Step Action
1 From the Datatab in VACMAN at a Glance, click the Bulk Receipts.

2 | The Bulk Receipts window appears on top of the VACMAN at a Glance window.
3 | VACMAN determines which record is displayed by the value set in the A-Z drop-down field.

4 Use the tool bar M_"il arrows to scroll through the order records until you find the
one you want to edit.

Bulk Receipts Field Descriptions

Field | Description

Original Order
This read-only section displays information that was entered when the order was created.

Order Date This numeric field displays a date that is relevant to your project when the order was
entered into VACMAN.
Depot PIN Displays the personal ID number for the depot to which the bulk order was shipped.

Funding Code This field displays a numeric value specifying which source funded the order. Bulk
receipts will always display one of three funding codes: 1 (VFC), 2 (G 317), or 3 (State),
with the name of the funding source displayed to the right of the field, respectively.

State P.O. No. When an order uses funding code 3 (State), this field displays the State's P.O. Number.

Doses Ordered Thisfield displays the total quantity of doses that were ordered.

Doses Per Pkg This field displays a predetermined and set number of doses that are shipped per
package for each vaccine type.

Vaccine Code Thisfield displays a standard VACMAN code that is issued per vaccine type.

Manufacturer Thisfield displaysaVACMAN code that identifies the vaccine manufacturer.

HL7 Code This field displays the unique vaccine codes associated with vaccines designed
specifically for HL7 (Health Level 7) transactions. The HL7 code represents the vaccine
type.

NDC No. This field displays the National Drug Code number, which is defined by the type of
vaccine and packaging properties.

CPT Code This field displays the Current Procedural Terminology (CPT) codes, which is used by

physicians, health care industry, insurance industry, and Medicare to identify specific
procedures used in medical treatments. There are CPT codes associated with specific
immunizations using specific vaccines.

CDC Approval
This read-only section displays information that CDC populates when an order is approved or pending approval. The data in
these fields are updated when you execute an Exchange.

CDC P.O. Thisfield displays CDC's purchase order number.

P.O. Date Thisfield displays the date that CDC's purchase order number was generated.

12
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Field Description

Status Thisfield displays the status of the order when you last executed an Exchange.

Doses Approved | Thisfield displays the total number of doses that CDC approved for the order.

CDC Contract This field displays a unique number that identifies the contract between CDC and the
manufacturer.

Cost This field displays the total cost per dose. The number next to it in parentheses is the
total cost per order.

Transmitted Thisfield displays the date that the order was transmitted to CDC.

Optional. Details
This section tracks information that is specific to your project and is editable.

Order Num Thisfield isused for assigning a depot's internal tracking number for an order.

Field 1 Thisfield is used to record any other information that is specific and meaningful to your
project. You can change thetitle of thisfield in the Define Names window.

Notes Thisfield isused for recording notes about the order.

Receipt Details
This section is used by the depots to record receipt information and is editable.

Received Thisfield is used for recording the date that the depot receives the order.

Time Thisfield isused for recording the time that the depot received the order.

Received By This field is used for recording the name or title of the person who accepted the
shipment.

Lot This field is used for recording the vaccine lot number. Manufacturers assign lot
numbers to vaccine batches, and they are derived by the vaccine's expiration date.

Expires Thisfield isused for recording the vaccine's expiration date.

Doses Per Pkg This field is used for recording actual number of doses that the depot received per
package. Thisfield is used as a precautionary measure in case the manufacturer ships a
different number of doses per package than that which was ordered.

Doses Received Thisfield isused for recording the total number of doses that the project received.

Remove from This radio button is used to remove the amount entered in doses received from your

inventory inventory.

Leavein This radio button is used to leave the amount entered in doses received in your

inventory inventory.

Add To This field is used for adding the vaccine to your depot's inventory. By default, this

Inventory option is checked. If you do not want to add the vaccine to your inventory, uncheck the
box.

"# of "# This field displays the shipment number out of the total shipments per order. For

13

example, the receipt information might be for shipment 2 out of 3 total shipments.
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Varicella Receipts

The manufacturer of Varicella provides CDC with the order status. CDC then updates the order status. The
manufacturer then ships these orders directly to providers. Therefore, it is the providers responsibility to contact
the projects with receipt information.

Window Sections

There are four main sections to the Varicella Recei pts window:

I. Original Order Displaysinformation that projects enter when an order was created. (Read-only)

II. CDC Approval Displaysinformation that CDC populates when an order is approved or pending
approval. The datain the CDC Approval section is updated during an Exchange. (Read-only)

[11. Optional Details This section is used to track information that is specific to your project. (Editable)

V. Receipt Details This section is used by depots to record receipt information.

L Qriginal Qrder

1. COC Approval

14
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Varicella Receipt Field Descriptions

Field Description
Original Order
This read-only section displays information that was entered when the order was created.
Order Date This numeric field displays a date that was relevant to your project when the order was
entered into VACMAN. It isthe date that you entered the order into VACMAN.
Provider PIN Displaysthe provider’s personal ID number (where the Varicella order was shipped).

Funding Code

This field displays a numeric value specifying which source funded the order. Varicella
receipts will always display one of three funding codes. 1 (VFC), 2 (G 317), or 3 (State),
with the name of the funding source displayed to the right of the field, respectively.

State P.O. No. When an order uses funding code 3 (State), this field displays the State’ s P.O. Number.

DosesOrdered Thisfield displays the total quantity of doses that were ordered.

Vaccine Code Thisfield displays a standard VACMAN code that is issued per vaccine type.

HL7 Code Displays the unique vaccine codes associated with vaccines designed specifically for
Health Level 7 (HL7) transactions. The HL7 code represents the vaccine type.

NDC No. This field displays the National Drug Code (NDC) number, which is defined by the
type of vaccine and packaging properties.

CPT Code Thisfield displays the Current Procedural Terminology (CPT) codes, which are used by

physicians, the healthcare industry, the insurance industry, and Medicare to identify
specific procedures used in medical treatments. There are CPT codes associated with
specific immunizations using specific vaccines.

CDC Approval

This read-only section displays information that CDC populates when an order is approved or pending approval. The

data in these fields are updated when you execute an Exchange.
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Transmitted Thisfield displays the date that the order was transmitted to CDC.

Status Thisfield displays the status of the order when you last executed an Exchange.

CDC P.O. Thisfield displays CDC's purchase order number.

P.O. Date Thisfield displays the date that CDC's purchase order number was generated.

Doses Approved | Thisfield displaysthe total number of doses that CDC approved for the order.

CDC Contract Displays aunique number that identifies the contract between CDC and the manufacturer.

Cost Thisfield displays the total cost per dose (rounded off to the ten-thousandth of a dollar).
The number next to it in parentheses is the total cost per order.

Optional Details
This section tracks information that is specific to your project.

Order Num Thisfield isused for assigning an internal tracking number for the order.

Notes Thisfield isused for recording notes about the order.

Signee Thisfield isused for recording the name of the employee who accepted the shipment.

Receipt Details

Doses Thisfield displays the total number of doses that the provider received.

Tracking This field displays the tracking number assigned to the order. Tracking numbers are
automatically generated by the shipping company and electronically entered into
VACMAN when an order is shipped to a provider.

Lot This field displays the vaccine lot number. Manufacturers assign lot numbers to
vaccine batches, and they are associated with the vaccine's expiration date.

Expires Thisfield displays the vaccine's expiration date.
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Inventory

Inventory Overview

VACMAN alows you to manage your entire vaccine inventory, which includes CDC and Non-CDC inventory.
VACMAN groups inventory into three categories:

I. Project Inventory - Thisinventory includes al bulk ordersthat are placed through CDC and shipped directly
to a depot.

1. Provider Inventory - Thisinventory is specific to the PIN and includes all inventories the provider has on
hand on a particular date.

[11. Non-CDC Inventory - Also referred to as Non-CDC Orders or Other Inventory Orders/Receipts, this
inventory includes all orders that you make directly with manufacturers outside of CDC contracts. Refer to
Non-CDC Orders section earlier in this chapter.

All three types of inventory can be tracked and managed in VACMAN in various inventory and reports windows.

WACMAMN at a Glance =

Setup | Reports-1 Reports-2 Utilities

Orders Provider Vaccine lnventory
Bulk Orders II Inventory
Bulk Receipts Administered

) Transactions
Varicella Orders

Varicella Receipts

TIT den-coc nwentory

Project Vaccine Inventory

I  view

Enrall Provider

Edit Physician

Adjustinents

Distribtion

Enroll Demaoaraphics
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Quick Reference Guide to Project Vaccine Inventory Menu
Options

(view nventory )

L
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Managing Project Inventory

Project Inventory windows include information about dl vaccinesthat are shipped to, stored in, and distributed from depots.
Use the Project Inventory windowsto view, make adjustmentsto, and distribute your depot inventory.

View Inventory

Projects often review how much vaccine they have on hand or have ordered. Use the View Inventory window to
view all of the vaccinesthat are expired and/or on hand in your depots, or that have not yet been received.
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Y ou can choose whether you want to view only the lots that have not expired or only the vaccines that your depot
has on hand. If you do not choose either of these options, the View Inventory window will show all vaccines that

are usable and on hand, as well as the vaccines that have expired.

How to View Project Inventory

Step [ Action

1 From VACMAN at a Glance, click the Datatab.

2 Click View under the Project Vaccine Inventory header.

3 Use the A-Z sorting category to sort View Inventory records by:

e Vaccine
e Lot number
e Expiry date

record you want to view.
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After you select an A-Z sorting category, use the vertical scroll bar to scroll to the View Inventory

Y ou can also use the check boxes to select the following:
¢ Only Display Lots Not Expired
e Only Display On Hand More Than Zero
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Adjustments

CDC recommends that you manage your vaccine inventory closely. As apart of this inventory management, you
will occasionally need to adjust the inventory stored in your depot(s). Use the Inventory Adjustments window to
make such adjustments.
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Sorting Adjustments Records

Use the A-Z sorting category to sort Adjustment records by:
e Lot
e Vaccine and Lot number

Date entered, PIN, Vaccine

e PIN, Date, Vaccine

e Depot, PIN, Date, Vaccine

Adjustments Field Descriptions

Field Description
Add / Subtract Whether you are adding or subtracting vaccines.
Date The date you make the adjustment.
Depot PIN The PIN for the depot that is making the adjustment.
Vaccine The vaccine type.
Lot The lot number of the vaccine.
Doses The number of vaccines.
Notes Any additional notes that you deem necessary to clarify the adjustment.

Examples of adjustments

e When the Add to inventory check box was not checked on a bulk receipt
e When you need to account for vaccine that was added to your inventory but returned to the manufacturer.
e When your hand count and your computer’ s reported inventory do not match.
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Distributions

Because of the large quantities, depots usually redistribute bulk orders in more than one shipment to more than one
provider. Use the Distribution window to distribute vaccines from your depot(s) to providers.
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Sorting Distribution Records

Use the A-Z sorting category to sort Distribution records by:
e Lot
e Vaccine, Lot
e Date, PIN, Vaccine
e PIN, Date, Vaccine
e Depot, PIN, Date, Vaccine

After you select an A-Z sorting category, use the toolbar M_'ILI arrows to scroll through the records until
you find the one you want to view. Otherwise, use the Sear ch Q button to search for a specific record.
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Distribution Field Descriptions

Buttons

Field Description

Date Entered | Thedate the distribution is entered into VACMAN.

Date Shipped | The date the vaccine is scheduled to be distributed to the new location.

Depot PIN The depot PIN where the vaccine is located.

Provider PIN | The provider PIN where the vaccine will be shipped.

Vaccine The vaccinetype.

Lot The lot number of the vaccine.

Doses The number of doses that are being distributed.

Shipped Whether or not the vaccine has been shipped to the new location.

Notes Any additional notes that you deem necessary to clarify the distribution. These
notes are shared with the provider because they are included on any documentation
that contains distribution information.

Button Description

Provider Memo

Opens the Provider Memo window that is used to record any internal notes your
project wants to document about the specified provider. These notes are for
internal use only and are not shared with the provider.

To record a provider memo, click the Provider Memo button, click the Edit

Record Ef button in the tool bar, type a memo and click the close "X" at the top
of the window.

Allowance

Opens a view-only Allowance window that displays the number of doses (per
vaccine) that a provider is eligible to receive. This number is derived from the
calculations on the Enrollment Demographics window, which are derived from
the information entered in the Setup Enrollment window.

Current Data

Opens the view-only current Data for PIN window that displays the history of
all vaccine distribution records for a specific provider. Theinformation is sorted
first by date, then by vaccine, and finally by the number of doses shipped.

Short Cuts

Opens a view-only Vaccine Shortcuts window that displays the shortcuts for
available vaccine in your inventory. Thiswindow is helpful for quickly learning
a vaccine's shortcut if you must create several records for the same type of
vaccine.

Back Orders

Displays vaccinees orders that were not able to be completely filled at the time
of the original order.
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Quick Reference Guide to Provider Inventory Menu Options

| PROVIDER vaccine Inventory Menu
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Managing Provider Inventory

Provider Inventory windows include information about all vaccines that are shipped to, stored by, and
administered or distributed from providers. Information about these vaccines must be acquired from providers, as
well as entered into and maintained in VACMAN by the project.

Under normal operations, providers will contact projects with the information that is necessary to populate the
Provider Inventory windows.

Available Inventory

u Prowider Imvenlong

WaCCing

| Lol Mumiber
Diabé, PIM, Vaccing
FIM, Date, Vadting

Use the Provider Vaccine Inventory window to add, edit, and review the number of doses a provider reports to be
on hand on a specific date. The information in this window is not affected or changed by any other window in
VACMAN. It is strictly used to record and monitor a provider's accountability for vaccine.  When you open the
Provider Vaccine Inventory window, VACMAN displays a record with information about the number of doses
available according to the date the record was entered, the provider PIN, and the vaccine type.

Sorting Inventory Records

Use the A-Z sorting category to sort Inventory records by:
e Vaccine
o Lot
e Date, PIN, Vaccine
e PIN, Date, Vaccine

After you select an A-Z sorting category, use the toolbar i'L'_'ILI arrows to scroll through the records until
you find the one you want to view. Otherwise, use the Search Q button to search for a specific record.

Buttons

Button Description

Opens the view-only current Data for PIN window that displays the history of all
vaccine inventory records for a specific provider. The information is sorted first
by date, then by vaccine, and finally by the number of doses available.

Current Data

Opens a view-only Vaccine Shortcuts window that displays the shortcuts for active

Short Cuts vaccines your project has entered into VACMAN.
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Doses Administered

Use the Doses Administered window to record and manage the number of doses that a Provider reports to have administered
to patients. When you open the Doses Administered window, VACMAN displays a record with information about the
number of doses administered according to the date the record was entered, the Provider PIN, and the vaccinetype.

. Dozes Admimztered

Sorting Doses Administered Records

Use the A-Z sorting category to sort Doses Administered records by:

e Date, PIN, Vaccine
e PIN, Date, Vaccine
e PIN, Vaccine, Date

After you select an A-Z sorting category, use the toolbar ..-. arrows to scroll through the records until
you find the one you want to view. Otherwise, use the Search Q button to search for a specific record.
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How to Display the History of Doses Administered

Step | Action

1 From VACMAN at a Glance, click Administered under the Provider Vaccine Inventory heading.

2 Use the tool bar L'L'_"il arrows to scroll through the order records until you find the one you
want to edit.

3 Click the Current Data button (or use the keyboard shortcut ALT+U).

A table displays doses administered date records previously entered for that Provider.

How to Add a Doses Administered report

Step | Action

From VACMAN at a Glance, click Administered under the Provider Vaccine Inventory heading.

2 Click the Add Record # button in the toolbar to clear the fields and create a new record.
3 Populate the blank fields.
4 Click the Save button in the toolbar to save the record.
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Transactions

Use the Transactions window to record and manage all vaccines that were:

e Viable and returned from a provider to a depot

e Lost or damaged while being shipped to either aprovider or depot

e Expired

e Spoiled

e Lost after aprovider or depot received the shipment, or was unaccounted for in the provider's inventory
e Unusable for a miscellaneous reason, such asfailure to store properly or refrigeration failure

e Transferred from one provider to another provider

v Distnbution - Other Tranzachions ! [

Transactions [Elfvrsees | Yo tsnszus

Transaction I 7 :_i Refrigeration failure reported by Provider

Date Entered II]B.I'15.|'EI]I]3 Friday, August 15, 2003
Transaction Date I1l]I1I]I2I]I]3 Friday, October 10, 2003

Depot Pin |999993 ;I YOURSTATE'S IMMUNIZATION PROGRAM
Provider Pin 103?496 GENERAL HOSPITAL DRAKE RAMORAY

Vaccine IDT :l

Lot " j Manufacturer
Doses Per Pkn
Doses 1= :
= Expires [/
¥ Vaccine Received from Provider ShortCuts
Notes ICIused Tuesdays Provider Memo

Current Data

Sorting Transaction Records

Use the A-Z sorting category to sort Transaction records by:
e Lot
e Vaccine, Lot
e Date, PIN, Vaccine
e PIN, Date, Vaccine
e Depot, PIN, Date, Vaccine
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How to Display the History of Transactions

Step | Action
1 | From VACMAN at a Glance, click Transactions under the Provider Vaccine Inventory heading.

2 | Use the toolbar M_"il arrows to scroll through the records until you find the one you
want to edit.

3 | Click the Current Data button.
A table displays with data entered for that provider.

How to Add a Transactions

Step | Action
1 | From VACMAN at a Glance, click Transactions under the Provider Vaccine Inventory heading.

2 Click the Add # button in the toolbar to clear the fields and create a new record.
3 | Populate the blank fields.
4

Click the Save lmal button in the toolbar to save the record.

Transaction Codes

When you use transaction code number 2, the project's inventory is affected. When you use any other transaction
code, the amount of vaccine that can be distributed to a provider is affected.

Transaction code definitions

Code Definition
2 Returned by provider in aviable state
3 Spoilage reported by provider
4 Expiration reported by provider
5 Lost or damaged in transit to provider
6 Failure to store properly upon receipt by provider
7 Refrigeration failure reported by provider
8 Transferred between providersin aviable state
11 L ost or unaccounted for in provider inventory
12 Other - Not usable, reported by provider
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Buttons
Button Description
Short Cuts Opens a view-only Vaccine Shortcuts window that displays the shortcuts for every

vaccine your projects has entered into VACMAN.

Provider Memo

Opens the Provider Memo window that is used to record any internal notes your
project wants to document about the specified provider. These notes are for internal
use only and are not shared with the provider.

To record a provider memo, click the Provider Memo button, click the Edit E
button in the toolbar, type a memo and click the close "X" at the top of the window.

Current Data
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Opens the view-only current Data for PIN window that displays the history of all
vaccine inventory transactions (as described above). The information is sorted first by
the date the vaccine was ordered, then by the number of doses accounted for in the
transaction, then by the date the order was transmitted, then by CDC PO number, and
then the date the doses were shipped.
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